
Contract Spend
Need to check the remaining balance on your contract? 
Worried that purchase orders were charged to your 
contract by mistake? 

You can review contract spend using the Purchase 
Order Summary tool in Oracle. When you click the link, 
a new window will open. Search the following criteria: 

• Supplier: The name of the supplier

• Type: Standard Purchase Order

• Results: Lines

You can add more info to refine your search, but these 
are the basics. When you’re ready, click “Find.” 

Once the query has finished, go to the menu at the top 
and choose Folder>Show Field. A list of options will 
pop up, where you can select Contract.

You can download to Excel by going to File>Export 
in the top menu. If a purchase order has been 
incorrectly charged to your contract, or there any 
other errors, contact one of our Buyers. Talk to 

the Experts
Cami Flake 

cami.fl ake@kingcounty.gov
(206) 263-9406

Paula Wilz 
paula.wilz@kingcounty.gov

(206) 263-9319

Procurement & Payables

1717

procurement.web@kingcounty.gov    |    (206) 263-9400

How to track


